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To access the new Carl Perkins Accountability system, go to the 
OPI Web page, www.opi.mt.gov. Click on the IRIS tab. 
 
 
 
 
 
 
 
 
 
 
 

Enter your Username and Password and click “Log In.” 
 
 
 
 
 
 
 
 
 
 

Your Username and Password is the same for all Citrix 
applications. Use the one assigned to your school (not district) for 
the Annual Data Collection and other Citrix applications your 
school uses. Your Username will begin with "SC." 
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Single click the “Voed Accountability” icon. 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Click “Cancel” when this logon screen comes up. 
 
 
 

YYoouurr  cchhooiicceess  mmiigghhtt  llooookk  ddiiffffeerreenntt  
tthhaann  tthhiiss.. 
(If you don't have the icon, check to 
make sure you used an "SC" username.) 
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FERPA Warning ~ Click “I agree” to continue. 
 

 

 
 
 
 
 
 
 
 
 
 

Resolution Check ~ If you see the thin red line, click “Continue.” 
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Double click on “CTE Concentrator Information Data Entry 
(Spring)” or single click it and click “Select Option.” 
  
 
 
 
 
 
 
 
 
 
 
 
 
Enter the student data in the fields: 

 List all juniors who have or will have six semester credits of 
career and technical education completed by the end of their 
senior year.  

 Consult the classes for which the student has pre-
registered to determine enrollment intent.  

 If your district does not have pre-registration, make an 
educated guess in consultation with the career and 
technical education faculty and counseling staff. 

 Use the drop-down lists when appropriate. 
 You can enter a name or an ID number for the student(s) but 

not both. 
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Name Entry Example 

 

 

 

 

 

 
 
 
 
 
ID Number Entry Example 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can switch to a multi-record view by single clicking the 
"Multi-Record View" button at the bottom of the screen. 
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Multi-Record Name Entry Example 

 
 
 
 
 
 
 

 

 

 
 

Multi-Record ID Number Entry Example 
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Time-saving Tip  
It is possible to copy information from an Excel spreadsheet and 
paste it into the Multi-Record View.   
 
Arrange your spreadsheet in the same column order with the same 
wording as the Accountability Multi-Record View layout. 
 
 
 
 
 
 

Example: in the Race/Ethnicity field you must have “White, Non-Hispanic” 
instead of “White” or “Caucasian” and in the Gender field you must have “M” or 
“F.” 

 

Select and copy the rows containing student information. Do not 
include the header row. 
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Select the last (or in some cases only) row in the Multi-Record 
View by clicking on the    on the far left of the row. 
 
 
 
 
 
 
 
 
 
 
 
Type “Ctrl+V” to paste the spreadsheet data into the Accountability 
system form. 
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When you have finished entering names into the database, click 
“Exit.” The information is real-time. There is no "Submit" button. 

 

 

 

 

 

 

 

 
 

You can enter data in multiple sittings. Click the    button to 
automatically advance to a new record when you have reentered the 
program. 
 

02/06 



    11 

To print a copy of your records, double click on “Spring Data 
Entry Report” under the Staff Reports heading or single click it 
and click on “Select Option.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This will bring up a report that can be printed by clicking 
“Print” on the menu bar.   
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You be given the choice of saving this file as a pdf document or 
printing a paper version.  
 
 
 
 
 
 
 
 
 
Click “Close” to exit the report.  
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Special Populations Definitions 
 

Individual with a Disability 
An individual with any disability [as defined in section 3 of the Americans with 
Disabilities Act of 1990 (42 U.S.C. 12102)]. 

 
Individual from an Economically Disadvantaged Family, Including Foster 
Children  

A family or individual  
1) determined by the U.S. Secretary of Education to be low-income according to 

the latest available data from the U.S. Department of Commerce;  
2) that is eligible for any of the following: 

i) AFDC under Part A of Title IV of the Social Security Act; 
ii) benefits under the Food Stamp Act of 1977; 
iii) to be counted for purposes of section 1005 of chapter 1 of Title I of 

the ESEA of 1965; and 
iv) the free or reduced-price meals program under the National School 

Lunch Act. 
 
Individual preparing for nontraditional training and employment  
An individual preparing for an occupation or field of work, including a career in 
computer science, technology, and other emerging high skill occupations, for which 
individuals from one gender comprise less than 25 percent of the individuals employed 
in each such occupation or field of work. 
 
Single parent, including a single pregnant woman  
A student who is unmarried or legally separated from a spouse AND has a minor child 
or children for which the parent has either custody or joint custody OR is pregnant. 
 
Individual with other barriers to educational achievement, including individuals 
with limited English proficiency (LEP) 
A secondary school student, an adult, or an out-of-school youth, who has limited 
ability in speaking, reading, writing, or understanding the English language, and— 

1) whose native language is a language other than English; or 
2) who lives in a family or community environment in which a language other 

than English is the dominant language. 
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Reminders 

A concentrator is a student who has or will have completed six semester 
credits of vocational education coursework during high school. 
 
When choosing a program concentration area use the one that describes 
where the majority of the vocational credit was earned. If there is no 
clear majority, select “Blend.”  
 
A tech prep student is one who receives a grade of B or better in an 
articulated course, i.e., one for which college credit is awarded through 
agreement between the secondary school and a post-secondary 
institution.  
 
All data must be entered by May 26, 2006. 

 
Tips 

 
To delete a record select Multi-Record View. Click on the    on the far 
left of the row to select the row then hit your delete key. You can select 
more than one row at a time. 
 
You can navigate through the data without using the mouse by using the 
tab and/or Enter (Return) keys for forward movement and the shift+tab 
keys for backward movement. In drop-down fields, typing the first two 
letters of the field choice will populate the field. 
 
Records save automatically when you advance to the next record and/or 
exit the program. 
 
Use the navigation buttons at the bottom of the screen to move between 
records. Use       on the navigation bar to move to the previous/next 
record. Use  l    l  to go to the first or last record. 
 
The Escape key will clear all fields in an unsaved record.  
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Carl D. Perkins 
Contact Information 

 
 

Office of Public Instruction 
Division of Career, Technical and Adult Education 

Dr. Jody Messinger, Administrator 
Karla Beagles, Accountability Specialist 

P.O. Box 202501 
Helena, MT 59620-2501 

(406) 444-9019 
(406 444-1373 (fax) 

www.opi.mt.gov/CTE 
 
 
 

This manual is also available on the CTE page of the OPI Web site 
http://www.opi.mt.gov/CTE 

All student information in this booklet is fictional. 
 
 
 
 
 
 
 
 
 
 
 

 
“The Office of Public Instruction is committed to equal employment opportunity and non-discriminatory access to 
all our programs and services. For information or to file a complaint, contact Kathy Bramer, OPI Title IX/EEO 
Coordinator at (406) 444-3161 or kbramer@mt.gov.” 


